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MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  External Standard Operating Procedure No. E-00-07 for Documenting Declinations/Not Available Candidates on Resumix Referrals

1.  PURPOSE.  To identify candidates who decline interest in positions for which referred and to ensure, to the greatest extent possible, that the Resumix database contains the names of interested and available applicants.

2.  SCOPE.  These responsibilities and procedures will apply to all installation activities and Civilian Personnel Advisory Centers (CPACs) within the West Region, and to the West Civilian Personnel Operations Center (WCPOC).

3.  RESPONSIBILITIES AND PROCEDURES.  

a. Management will:

            (1)  Select one of the following codes indicated on the referral list and place it in the column next to each applicable name if candidates were contacted as to their interest in and availability for the referred position or for an interview and declined to be considered:

DA – Declined appointment type

DB – Declined, benefits reason(s)

DG – Declined grade/salary
DL – Declined geographic location

DN – Declined no reason

                   DO – Declined, accepted another offer

                   DP – Declined, personal or family reason(s)

                   DR – Declined relocation/no PCS expenses


DS – Declined specific position

DW – Declined work schedule

O – Other, please specify

            (2)  Return the annotated referral, in accordance with locally established procedures to the servicing CPAC.
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b. The CPAC will return the annotated referral to the WCPOC staffing specialist/assistant.

c. The WCPOC SSD:

(1) Staffing specialist/assistant will:

                    (a) Review for any declined or not interested codes on the annotated referral by the selecting official. 

                    (b) When appropriate contact those individuals who have declined interest to determine whether or not the candidate wishes to update his/her supplemental information in the Resumix database.

                    (c) Annotate the names of those individuals who wished  to make a change on the referral and forward a copy to the Resumix team.

                    (d) File the annotated referral in the case folder.

(2) The Resumix team will make the appropriate changes in the Resumix database, upon receipt of a copy of the annotated referral.







            //s//

MARY M. RODRIGUEZ

Director, West Civilian Personnel 

    Operations Center
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CPO, COE, Walla Walla, ATTN: Personnel Officer

Chief, Staffing Services Division

Chief, Information Services Division

Chief, Management Support Office

Chief, Human Resources Development Division

Chief, Classification Division
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